
Page: 1 of 6

 Flowcharting Standards – Please use ONLY the symbols shown below, following these guidelines:
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Interface

Output

Decision - shows a decision point, such as yes/no. Each 
path emerging from the diamond must be labeled with 
one of the possible answers.

Manual Task - Represents an individual step or activity in 
the process that is made out of FI$Cal.

System Task - Represents an individual step or activity 
in FI$Cal. 

Input Documents – A paper document (or email) that is 
used for entering data in the process. For electronic data 
should be use the Interface shape. 

Output Documents -  An electronic document that is 
created by the process and can be printed (for example – 
any kind of report). 

Connector -  On/Off-Page Connector. Used to avoid 
complex overlapping connector lines or  to continue a 
process on a subsequent page.  Connectors are labeled 
with UPPER CASE letters.

Input

Decision
Interface –  Data conversion from one electronic 
system to another.

Flow Arrow 

Intra Integration 
Process

Intra Integration Process -  A input or Output to some 
other process within the same capability  

Swim lanes used to indicate which user role has primary responsibility for performing steps in the 
process.  If an activity involves participation by more than one role, place it in the swim lane for the role 
with primary responsibility, or put it on the line that divides both roles.

Manual

Start/
End

Start/End - Indicates point at which the process begins 
or ends. Does not represent any activity.

System Activity

Batch Process - Represents a batch process within Fi$Cal.  Use a 
verb phrase (Process Invoice) NOT a noun phrase (Invoice 
Processing) to describe the step.Batch 

Process
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AP Enter and Process Vouchers – Enter Voucher
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Voucher Header, Line, 
and Distribution 

Information

Yes

No

Yes

Check for duplicate 
invoice, matching, valid 

and required values

Enter PO Voucher
AP

Enter/Update 
Voucher Online

Online edits 
passed?

B

Related to a 
Purchase 
Order?

B

Attach Supporting 
Documentation

Save and Edit 
Voucher

Make corrections 
as required in 
order to save

Start

Assign Voucher 
ID

Attach scanned 
invoices and 

receipts

Receive Invoice/
Payment Request

Oracle IPM

No

A

G
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AP Enter and Process Voucher – Process Voucher
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Yes
Resolve Budget 

Errors

Run Voucher Post 
Application Engine 
(AP_PSTVCHR)

Departmental 
Approval
 Voucher

Errors?

Run Budget 
Processor 

Application Engine 
(FS_BP)

Run Budget 
Checking 
Process

Run Voucher 
Post Process

Process Payments
AP

Create and Process 
Journals

GL

A

B
Voucher 

Approved?

No
Push Back

SCO
Approval

Yes
Approved

Approvers have the ability to 
Approve, deny, or push back 

approvals.

C Voucher Cancelled

No 
Denied

C

B

Voucher 
Approved?

Approvers have the ability to 
Approve, deny, or push back 

approvals by line.

No 
Denied

C

No

Yes

Yes
Approved

No 
Push Back

F
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AP Enter and Process Voucher – Maintain Voucher
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Unpost 
Voucher?

No

Journal Voucher?

Yes
Determine 
Required 

Maintenance

Close Voucher

Voucher must be posted and must not 
be selected for payment or fully paid. 
AP Manager enters a Manual Close 
Date and checks Mark Voucher for 

Closure.

Run Budget Processor 
Application Engine 

(FS_BP)

Maintenance 
Required? Unpost Voucher

AP Maintainer determines if 
voucher requires any 

maintenance

Voucher must be posted and must 
not be selected for payment, 

partially paid, or fully paid. FI$Cal 
SCO/SCO Auditor unposts the 

voucher. 

Voucher must not be posted, selected for 
payment, paid, or in matched status. A voucher 

associated with an existing debit memo 
adjustment voucher cannot be deleted unless 

all related vouchers are deleted first. AP 
Manager deletes the voucher.

Open voucher, select the 
Voucher Post Action, and 
select Run to run Voucher 
Post Application Engine 

(AP_PSTVCHR)

Select Required 
Maintenance

Delete Voucher
Run Budget 

Checking Process

Run Voucher Post 
Process

Create and Process 
Journals

GL

Create and Process 
Journals

GL

Start

End

End

Delete Voucher?

Close Voucher?

Adjustment Voucher? D

E
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AP Enter and Process Voucher – Maintain Voucher cont.
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Enter Journal 
Voucher

Enter Adjustment 
Voucher

Voucher Processor selects Journal 
Voucher style, enters voucher header 
information, enters new distribution 

lines, and links to related voucher.  A 
journal voucher is used to correct 

accounting distribution (chartfields)

Voucher Processor selects 
Adjustments Voucher style 
and enters adjustment lines 

as appropriate

D F E F
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AP Enter and Process Voucher - Upload Vouchers(Import and Build)
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No

Yes

No

Yes

Return error to source 
system for correction

Edit & Load Voucher 
Tables.  Run Voucher 

Build Application 
Engine 

(AP_VCHRBLD).

Receive Inbound 
Voucher Data

Recycle 
Status?Pre-Edit 

Errors?

Error File Created

Voucher Status is 
“Recycle”

Make corrections 
as required

Sources:  Interface Systems and P-
Card transactions

Pre-edit & Load 
Staging Tables

Load Inbound 
Voucher Data

Run Voucher 
Build Process

Report of Interface 
ResultsStart

G
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